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STATINTL

CENTRAL INTELLIGENCE GROUP
~ Vashington, D. C.

STATINTL

16 Septembor 1947

" MEMORANDUM TO: All Assistant Directors
: Staff Segtion Heads

SUBJECT: CIG Telephone Directory

l. CIG Telephone Directory dated August 1927 and
classified RESTRICIED has been digtributed within CIG.

2. A1l current tolephone directories, those issued
previously, and subsequent issues must be accounted for.

2.  When new editions are issued, old editions,
regardless of classification, must be returned to
Services Branch, A&M, for disposition.

~

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for
Administration and Manegement

. Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4




IIEIfORANDUI! FOR: PLRSONNEL CCMNCERNED

: ' SUBJECT:

STATINTL

' STATINTLSTAT!

STATINTLSTAT!

7 llay 1947

leve to North Intorior Building !

’ 1l The nove of tho Diroctor's Office end othor CIG
tetivitios to tho Scventh Floor, North Intcrior Building, will bogin
on Thursday, 8 liay 1947, at approxinatoly 9:00 n.m.

. 2. The foilowin[; sp.nco'assi[mnonts in the North Interio
Building arc heroby rade:

~
¥ Dircctor

Dircctor's Confercnco Roon

” Exueutivo Diroctor .

—

ICAPS Conforcnco - Roons

' Nuclcar, Fer

Group

Room Nurnbor

7139 _
7135 and 7137
7131 cnd 7133

7129
7127 -

. 7125
7123
7121

7117 end 7119

7103, 7105, 7107, 7109,

7111, 7113, and 7115

7132 and 7130

7128
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-2 - ! i
7126
STATINTL
: v 7124
7122 ;
7120 f
; G-2 Linison Officors (2) RN ;
STATINTL - ‘
. 7112 |
7110 ‘ :
F
: 7108
7104 and 7106
; . Rocelving & Dispatching Unit, -
{ ‘ Contral Reoords Scetion
; Reeeptionist 7102
‘ &s  Purkinp Sguods = The i‘olléwing parking space assign-
monts dare nade: . o
§ Dircetor | Parking Pornit 40, North Intorior Court
Doputy Dircctor " " {22, " " ‘
I L . et e A e Vm ‘
STATINTL Space #71, South Prrking Arca, Now Viar Dopt. B}dg/
T 1" g n " n [ TR "
; 1" :I:'_.TE, ‘ " " ‘ n ”" n 1" "
5 " 4, . " o L )
L [ s "o " " " " n " ;
B " F
: " #76, n n " " u " n
k " #77’ " " " ‘ teowmm n ‘
; " #78, " " " " u " "
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o -3 = o

paco 79, South Perking fron, New War Dopt. Bldge
" ..,1}:80. " " ) L] " ) "» " n

.STATINTL
420, Terpporary Building Neo 2

croorary Porking Pornit @515, Temporery Building Ho. 2

4, Tele hones - Tolephone extensions will romin sub-
stantially the somc cxeopt whiore ehanpos are requosted by the Officos ocon-
cernece . ‘

5. Transportution =~ Transportetion will be available
in the sane xm_y as in Now Jur Dopartie nt Bu11u1n(;, by callinp ITotor Pool,
Extension 22g4.

6. Contrul Rocords = The Distribution Unit of Contral
Records is noving to South Buildings A roociving and dispatching unit of
the Contral Rcooords Scotion will be established in North Intcrior Building
for thc eoffices located therce The Exocutive Repistry will maintain files
only for the Diroctor's Officc cnd the Excoutive Staff. %hen the fileos aro
for other thon thosc offices and action has bion completod, they should be
forwardcd throug'. the Contral Rocords wunit in North Intorior Building to
the Central Files Unit, Centreal Rocords Scotion,

7. ‘Supplics = _vnll continuo to raintain

stock of stationory supplios which will be qvmlablo in Room 7106 North
Intorior Building.

| STATINTL

b F'OR THE DI RECTOR OF CENTRAL INTELLIGENCE:
“STATINTL

Doputy Exceutive for Perso
oand Adninistration

: Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4 " . .. . . ..
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12 March 1947

HEMORANDUM FOR: ALL,C.I.G; EHMPLOY £ES

SUBJECT: American Red Cross 1947 Fund Campaign

The American Red Cross Campaign for 1947 is underway.

The funds raised in this campaign will, of course, be uszd to cover
existing and continuing regular Red Cross services {or the civilian
welfare of ow country, In addition to this health and educational
service which this country, as well as cther countries of the world,
kave come to know and accept as a matter of course, the American Red
Cress has pledged its servicas and operations to the American Armed

- Forces at hcme, abrozd, in occupiled countries, and te our returned
veterans and thelr families, :

President Truman, in his statement to the Heads of

Executive Departments, Comrissions or Agencies, dated 7 January, has

said, "Luring the coming year the war-related activities of the Red

" Cross will continue to be very extensive. ILarge numbers of men will

still be in uniferm. There are millions of veterans Lo whom the Red
Cross has an obligaticn, Tens eof thousands will be in Army, Navy and
Vetersns! hospitals for a long time to come. The Red Cross is trained
and cquipw—d through its thousands of Home Service workers to give the

¢« service needed, nut it is imperative that the necessary funds be cbtained

- to continue Rad Cross operations on behalf of the Army, Mavy and the
veterans. To lelp ralse the funds essential to finance this vast program,
I desire that all departments of the Govermment ccoperate wholeheartedly
through the creation of an ELfeCthP organization for the sclicitation

nf their gifts."

Our share of the quota, which has heen established for
all Government agencies, 1s $3,300. This quota can be obtained only
from generous contributions en the part of each and every employee,
National Red Cross Headguarters has indicated a scale of giving, which

~1s in direct proportion to the salary of employe(.u. This scale is as
follows: Salaries ranging up te $3,500 give $5.00 to $25.00 -~ pro-
portionately meore from those with larger salarlus. A definite scale
will not be set for C,I.G.; since I know that every employee will
revpond wheleheartedly and 1n k&,eplng with his personal belief and
inancial circumstances. .

During the month of Harch a fellow worker, who is a
volunteer representative of the Red Cross, will ask ycu for your con-
tribution. Your support, together with that of your fellew workers in
OvIee will he our share and our goal v

SR+ Ci C , . |
Director of Central Intelligence

(3hk)

L _Apprqyed For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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0S% OFFICE IELORANDUN k " WAIt DEPARTMENT
No. 14-16 OFFICE, SECRETARY OF WAR
: ‘ Washington, 28 February 1947

- TLNPORARY INSTRUCTIONS AND INFORWATION
Suspension of Officer Temporary Promotions'

The Office, Secretary of War is in receipt of the following information
from the Authorization and Military Personnel Section, Management Branch,
Office, Chief of Staff. Any questions regarding this matter should be
addressed to that office. ' ' .

- War Depértment Message WCL 24858, dated 26 February 1947, is quoted:

" 1. The purpose of this message 1s Lo announce the ‘suspension of
officer temporary promotions from the grades of captain to major and from'
1st lieutenant to captain in addition to present suspension of promotion
to lieutenant colonel and colonel. : ¢

" 2. Effective 1 March 1947 temporary promotions to the grades of
major and captain are suspended. A11 recomnendations for promotions. to
major and captain, AUS, being processed will be returned without action.

" 3 Exdeptions to the above policy are:

"a..  Promotions upon relief from active -duty prescribed in
War Department Circular 140, 46 as umended,

"b.  Promotions of combat wounded officers prescribed in
War Department Circular 215, 46 as amended, -

"e.. . Promotions of recovered personnel under provisions of
War Department Membrandum‘SSO—Sfl, 4be

"d. © Promotion of Medical Depértment officers from lst lieu-
tenant to captain and captain to major as prescribed in paragraph 6 AR
605-12." - - :

FOR THE ADVINISTRATIVE ASSISTANT: .
1\.;—:"” ¢ "'-(,‘_r“ {:, ) ('; \‘/ ": o NC %

' GEORGE ‘E. BRAWER ' .
‘Assistint Administrative Assistant
Office, Secretary of War

DISTRIBUTION
nx.n
(411 Activities having
military personnel, OS¥)

Apbroved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4




STATINTL L o

TIELTAL '.llI'[' 'LLl.r O - GROUT
]Icnr War Dopartmant Bu.l.ldin@ . - .
21s% rmcl Virginio Avenue, We Ve ’
1F]1J.A{"u01‘l, De Co

6 Febuiuary 1947
1'[}:.[1[01\1;&“ Ui FOR ALL Tiil JT.! TE.J, CIG

SUBJ T 1046 Income Tax Returns

the Personnel Relalbion 8 Section, in coopera‘bion with Finance and
Leznl Divisions of Cs Te Ge, has wade arra 1f;cmr31_‘;r to provide ascigbance
o all employoss of this agency in preparing snd {iling 1946 income tax
reburnse ' ’

Pour ewplarses were solectod and have atbended the Burocau of Tnternal
Revonue's Income Tax School. ‘s a result they will be in a position to
provide advice \ud nssistance, This servico will be available between
10 Pebruary wod 1 dunls named below may be contacted
for appointments : ’ i

d
5 Tlareh, and the indiwi
if dcmrml.

STATINTL

. Tt is request:d that those anticipating the ueed for such service
rmake arrangements at en early dote following Febs 10th in order thal the
facilities and time of these individuals may be apportioned in such a way
chat all cmﬂlmfﬂ““ may be serveds

# .
It is al so. reque "‘od “het oach amployes have in his possescion at the
time of the appointment all tox information, and if such is done not nore
than 15 or 20 minutes 1ould be reguired o handle each cascs Tax Torms
rill be available at this timel )

Since the oircvmstorcss surroundiag the assipmments and worl status
of the individua lg named -obove may vary, appointmonts will be mede in
accordonce. with those clrcumstauces,

7 C.\lluL, Per onrml Division

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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- New Yiur Dopartment pullding B
i B e 2lat und Virginiu Avenue, N, VW, f”/)'bﬁs'
bt Waghirgton, D. C.

4 Tebrunry 1947

MEHORANDUM IOR ALL TMPLOYERS , CIC

SURITCT:  Anuouncement of Civil Service Cofunission
Pruminations for Clerk

The Civil Sorvice Commission hus announced “examination (announcément
4 Locul) (assembled), for probabional appointment to the pusition of
Clerk, Grades Cal-1 to Cal'-4, inelusive, with bnse salaries from $1,756
te §2,594 o year. Tho purpose of this examinntion is to establish registers
from whigh perunanent appointuents will be msde.

Luong the types of Cler': positions to be £illed from this examination
ere:  accounting, fiscal, audit, stutistical, time, leave, payroll, appoint-
ment, personnel, information, stocl, purchesing, property and supply,
tmi‘fic,‘ correspondence, editorial, preof-reader, mail, file, record, etc.

Announcements have been forwarded to all Executive and Administrative
Officers within CIG and will be made available to yous Copies have also
been placed on all CIG bulletin boards, Names and locabions of' Executive
and Administrative Officers® arg as follows:

STATINTL

Qrganization fome Zuilding & Room — nxtension
080 Sue 1043 2862
ORR Central 227 2412
Cé&D . Hew Viar 2264 692
P&A and Txec. ' ' '
Oftices Hew Viar 2164 717
Finance Central 209 445
Persomnel Torth 118 2648
Services Yorth = 200 785
Communications South . .. 209 2368
; 00 ) ‘
: ‘ 203 22%1
'STATINTL 576
610 .2997

It is dmportant that all employees who "are interested in making appli-
cation for und taking this exmmination read carefully all information con-
tained in the amouncement to determine whethor or not they meet the
entrance requirements, (8ca reverse side of announcement, )

At this time, it is necessary te file only curd Form 50004B. However,
it is important that wll informution requested be furnished on this card.
This Form may.be obtained from your immediate supervisor or from ofiicials
listed above. ' ‘ ‘

The announcement states that the applicution card should be forwarded
direetly to the Us 8. Civil Survice Coumission, Wnshington 25, Dv C. . How-
evor, the Personnel Division, CIG, desires thut these cards bs forwarded

through-your idministrative Ofrficér, to the Personnel Division, where record
will be made of upplicution cards sent to the Civil Service Commission.

#lthough the closing date for reculpt of upplicutions by the Civil i i
Service Commission is 13 Fobruury 1947, it is important thet thosc who _
filu dpplication curds for entrance to this vxemination coipleto-the cards
+and placo them in the hunds of their respective Administrative Officers - o -
not later than the close of business 11 February 1947, B

STATINTL

o L / JUDSOL H, LLGHISEY 7 '
. Approved For Releas'e‘2001k103130fv: C[ARDP%OO:YZ&ROQ%QQO@QO%—AH .
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PR g ‘ ‘ 18 Docember N6
Appiroved For Release 2001/03/30 .CIA-RDP81 00728R00d100040033-4 ‘

MENORANDUM FCR: AL CIG Personnel } o fNAv;
SUBJECT: Locatlon of Central Registry Units 2 ‘ '

l. TEffective 20 December l‘)hé, the courier and Central i.ail
Units of the Central Registry Section, Communicabions Division s P& A, will be

located ag follows:

Central hail Unit 307 South Bldg.  (Bxt. 719-720)

Courier Uni'b 317, 321 South Bldg. (Ext.25L2~25L3,202L)
STATINTL 2. The mailing address for Cla, as indicated in CI1G Administrative

Order [ dated 30 September 1946, will remain as follows:

Central Intelligence Group
(lame of Activity)

Room 2161, liew ‘far Dept. Bldg.
2lst and Virginia 4ivenue, N. ',
"Iashington 25, Ds Co '

I'OR THD ‘TER;JCTOR OF' CENTRAL II‘ITELLIGENCE e

Colonel, - AGD
Executive for l“ersonnel and x\CﬂTlll’llStI‘athD

 Approved For Releasé 2001/03/30 : CIA-RDPE1-00728R0001000400334———~ =~
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17 Decomber 1946

LS CIUSTDUL FORs ALL CIG rersonnei
SUTJECT all Holiday on Chrisctmas Ive and Christnas Farties
Lo Pursusnt o Execulive Oi‘der 5010, C'If} crnlnyor*
will be excused from duty at 1239 '>'.~1ours an il December 19LG,
2. The Assistant ]ﬁrectém and the Zxecsutive for

Fercornels and Administration are requested to arrence schedules Lor

Tod durtn? non-workdng moericds,

porsonial. Thomo abrileo

3

Y
3« Christrnas parties within OIG tuildings nay be

Leld v the various nffices, nrovided no slcololic heverages are

cersuned, and parties du not continue after 12230 hours.

] . . . . s . “
Lo Tae Que Tmilding Jalcteris will be closed all

™,

cit Tuesday, 2L Pecenver 191G,

FCR 08 DIRDUTCR OF CIUTRAL IVTELLIGINSH:

E
i

1
T

Longl, AGD
Ixecutive for ersonael an

£
=
5
a1
o
b

1ntr
Cd‘,

25X1A

ictratien
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\ ) CENTRAL INTELLIGENCE GROUP

/91'/ y 'NEW WAR DEPARTMENT BUILDING

/ - WASHINGTON 25, D.C,

Decomber 16, 1946
Yo: ALl Vmployees

1. Group Hospitalizatien, Inc,, Yashington's civie, non-profit
Hospital Oarvies Plan, has onnounced that it will accept new subscribers
this menth in the agencies of the Central Intelligence Croup located
in the trict of Columbia, Applications must be submitted between

Dcaember 13 and December 24 for partlclpatlon beginning January 1,

2, VWith the axception of new appointees, who may enroll at any
time during the first €0 days of their employment, and veterans, who
ney enroll ab ary time within 6 months afler their discharge, this ‘
will be the only opportunity for employees to enroll in our group during
the rext year.,

3, The enclosed leaflet describes this Plan, which now hag more
then 275,000 persons under protection in the melropolitan area of
“ash.ugrrn, Group HNospitalization enables emplscyed persons to meet
their hosnital bills and those of their families with case, and
thousanes of cur employees have enjoyed the protection and service
provided by this plan., ‘

4. One of the most attractive leatures is that Group Hospitalization,
Inc. makes a payment direct to the Participating Member hospitals for
sarvices rrndered its subscribers.

5, It is not necessary for you to lose this protection if you )
change jobs or leave the employ of the Federal government.

6. Payments mist be made to the Group Treasurer not later than

three days following the first pay day of each month., Application

blanks and additional information may be obtained from
‘ Group Treasurer for Group Hospitalization Inc
Ext. 680, Room 114 lorth Building,

Chief, Pergonnel Dl715101

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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10 Docombor 1046

| ‘ LILOZANDUIY FOR: ALl CIG Borsonnol

SUBJLCT: Christmas Decorations in Covornment Buildings

1+ Quoted below is a memorandum roceived from the Office .of
Buildings lNanaperont, Fedoral Jorks‘Agoncy, Public Buildings Administration,

regarding Christmas decorations in fovernment buildings:
"December 2, 1946

| - "T0: : Chief Clerks and Administrative Officers of the
’ ‘ Executive Departments and Independent Agenocies

SUBJLCT: Christmas Decorations in Govermnent Buildings

: ‘le would appreciate vour coororation in the enforcement of the
{ ; B following repulations regarding the plaeing of Christras trees or

‘ : - Chrictmas decorations in buildincs overated Ly this. office.

b h iy i

] ' A roacondble number of Christmas trees iy be nlaced in buildings

! ' of fire-resistive construction and .in Tframe buildings nrovided with
1 : automatic swrinkler »rotection.. ilo trecs will be pormitted in
Trone buildings withouts such protection unless a~nroval is riven
Ly the Superintendent. The trces should not be kept in buildings

! : . . for uwore than seven dayse

| : o cotton or other inflarmable naterials ma- be used for decorat-

1 ' inp the trees. 1o lightsed candles will be vermitted in any buildings.
Ihlectric lights will be nermitted on Christmas trees and in buildings,
if the installation of such lights is inspectoed and anproved by the

: Superintendent. Inflarmable decorations will not be rermitted. in

" buildinrs without the arnroval of the Superintendent. If the use of

‘ decorations and Christmas trees is contennlated for dances, narties,
or other gatherines in Covernment buildings, prior anproval rust be
- Obtained from the Superintendent. : )

Should there be anv question coneerning the interpretation of the
above refulations, the Superintondent should be consulted.

The apnroach of a. new Year rives us mn omnortunity to reflect upon the
accomnlishmonts of the past-twelve months, and upon +the importance your
cooperation and rood will play in the effectunl funetioning of this office.
Pernit us at this %ine +o express our sincere ammreciation for the fine B
of cooperation you have so frequently deronstrated.

L ‘ : /s/ CLULES 4. PLTER

; Charles ... Poters

Denutyr Corwmiissioner

for Buildings :.anagement"

STATINTLD

2. It is roquested that all nersonnel of CIC comnly with this

ingtruction. Any question in this comnection should be directed to _
- Extension 2168, .

STATINTLL FOQ THE DIXECTO: OF CEWTZAL THTCLLIGLICE:

- STATINTLL

Approved For Release 2001/03/30 : CI
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2let and Virginia ivenue, M.V,

h..,m.nvt;,tun s D Co

25 November 1946

MOR: A1l CIG Personnal

SURIIGT: Conservabion of Tucl and Electricity

below 15 a momorandun from the 0Cfice of Buildings

‘uchﬂi :' u‘tr-a'tion, FPederal Vorks .pency, Subjcct:

" Hoved ner 21, 1oL6

“L‘.L,. 08, 1IN 'L for Crleld Ols sbrat o
Bxecutdve Dopartent 1 Jc.epcnlc“u e

SUBJEGT: . Gonservation of F“*ml and Electricity

wny has directad the Fu
step to consurve 1
deliy. In view of *hn sevious sibs

R

Lo war time heating and Lichting schedulos

the use of

ER)

@ ol tuwt_. il to aceo: ‘nJicl wmxlmun soving in r’m' a1l
eity, 1t ds very necesscrs theat we have Suall cacvor

et ne recuncle ] Tha st

tliat can be taken “v' Govornent pere TOML
t
]

» Do not use winceessary Lligh l
» o Keop windows and doors closed

alr dous not wmccossarily os
tu*'f wiits controlled hirr

%
h

;W conbrollod b

21 should not be dde

1y E=3 RAVIA “‘\’.L..-! RCARN IR i,

elovnt Longth o1l time, om sueh L 1 Lot peuox 2]
of chednr uor»:, ‘

Au escupants! program of monitor control ove:
he desirable andg vould matorinlly assist in r:\,a:c,]v fuel and eluabid oy,
Aovvogran of this naturs would insure that windaws e kent closoed,
tatnoa off Lo prevent overheating and 11 .ghts turﬂ:'} ouh wWien notv neo

I’e vt and ight would

Mim
Tl

Your splendid coeperation in the past has beon very helnful and your
contimicd cooperation at this time will be deeply appreciated,

/o/ CY..J‘L:?’.J.LALJ U.. PL ] 5

Charles i. Fot
Deputy Commissioner
for BEuildings lanazcmont!

: 2s It is requested that all employces of the Contral Intell igenc
 Group comply with t.ewr"mnor'mav’u. T .

FOR QUIE DRI ECTOR OF CENTR.L LITELLIGENCE:

STATINTL

Approved For Release 2001/03/30*“ XOIAL REP%-M%RQQDMOAM&&mtmn :
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CENIRAL IN{ELLIGENCE (ROUP
NET AR DELLRTUENT BUTEDING
2lst and Virginia Avenue y Mol

7 " , washingten, D. C,

21 November 196

LEFQRANDIR. FOR ALL CoT.Ge IERSONYVL

SUBJECT: Delinition of Central Intelligence Group

Lo Inquiries are continually beinz made by persons sineersly inter’“‘ Lad
in the organization of the Centrel Intelligence Growps * These rwrmr"
inelude, of course, prospective cnployees as well as versons who merely

Imow of the existonce of such an orgenication, and upon rr(ﬁ(,tm an
s &

enployec of ‘this Group they gercrally ask, in cf‘wcu, "ust. what 1 the

Central Intcllipgencedn

2o In order that wkLormity may. be mad n‘beined":i.n enswering such in-

auiries, and in ovder that merimun possﬂ\‘lu _,t,mrﬂ may buoattained, it

5 belioved -

)

thet & wnifors definition “hoqu be esat: le.’"hbd,‘ It iz,

therefore, proposed that thoe Tollewing definition of tnc Contral Intclli-

genee Group be used in resnOALG Les which are inovitable and

legitinate:

"The Central Intalli- aenee

interdepartmontal o rganivation

1 Lo State, Var,
Havy and sometimes other de spart 1riks participate, I co-

erdinates all activilics of the Govermment involved in
obtaining and ane yzing informstion about mr«,.;,vh countrics
witich this country needs for its nationel sceurity. It |

also furnishes interdepartmentsl enalyscs of this type of
infornation for use by Government officials,t

This definition, 1 wiile bas mqlly truc » >1u unrevealing and should

stop furthcer curio sity.

i

FOR ’lnu DIRECTOR OF CEN T?..&LL IETELLICENCE:




e
.—._.-..—_...-..._ ;,

Approved For Release 2001/03/30 CIA- RDP81-00728R0001‘00040033-4

25X1A

CENTRAL INTELLIGENCE GROUP
NEWY {TAR DEP.RTI.ENT BUILDING
2lst and Virginia Avenue, N. ‘.
“las lunpbon, Do Co

21 November 1946~

MELORANDUM FOR ALL CuI.G. DPERSONWEL

 SURJECT: Definition of Central Intelligence Group

l. Inquiries are cox;.tixlua,li;r being made by persons sincerecly interest
in the orgsnization of the Central Intelligence Group. These persons
inciude, of course, préspoutive cmployees as well as persons who merely
know of the existenece of such an organization, and upon meeting an
esployee of this Crovp they generally ask, in effect, "Just what is the
Central T_ntollig;ence?"

. 2o In order that wn'f ormity may be maintained in answering such in-
quiries, and in order that maximumn possible security may be attained, it
is belicved that o uniform d ‘iJ”‘ll'l:lOn should be established. It is,

1CI‘L1’J:‘C, proposed that the Tollovflnr* dof‘lnltl on of the Central Intelli-
gence Group be used in response to inquiries which are incevitable and
legitimate: |

"The Central Intn:lligenco Croup is a recently created
interdepartmental organization in which the State, ‘ghr,

Navy and sometimes other depertments participate. I“c co-

ordinates all activities of the Government involved in.

obtaining and analyzing inforrhation about foreign countries

which this country neceds for :Lts national sccurity. It

also furnishes interdepartmental analyses of this type of

information for usc by Government officialse™

This definition, while basically t.ruc-:, is unreveaiing and should
stop further curiosity.

FOR ’THE DIRECTOR OF CENTRAL INTELLIGENCE:

: Colonel, CAC = -
Emcutlvc for Pcrsonnel and .\.dmlnlstratlon

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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12 Toverber 1940

PURCEATDUTT TC: AL1Ll CTC DPorsoanel

BUBCTC Tunkepicing Day

1, arlispiving Day, 28 Uovember 194G, has been

declared o lural Wolilay,

~N

¢ Therefore, CIG personnol w411 we’ be required
o remort for duty that dey, érxcent such porswinol as aro usunlly

required on nen-worling NavER

FOL L, LIRECLON CF onath el THIELLICEMHCE

v

Drecutlve Tor il ek "r'ul:"(.:] cend Auntdistratlon
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CENTRAL INTFLLIGENCE GROUP ﬁkj’ ﬁ

NEW WAR DEPAKTLENT BULLDING
21st and Virginia Avenue, N, W,
Washington, D. ¢,

&
3
|2
|
v
i
[

i

[
2
i
P
i
!
i

! 6 November 1946 ' R
.x‘ L
’ IEL‘IORANDUM TO:  ALL CIG PIERSO INE‘L ‘
‘ SUBJLCT: Change No. 1 to ilemorandum Datcd 1l October 1946, 1
[ . : Subject: "Long Distance Telephone Usaget
s‘ i
: 1. Subject memorandum is amended as indicated_below: ‘

‘A Paragraph 2(b), alfter the words "Chief, Inter-
departmental Coordinating and Planuing Staff", insert the words
"Assistant Director for Cperations'"., é

b. Paragraph 3, change the words "Chiefl of Office
of 'B' Deputy" and "Adminiétrative Officer for 'B! Deputy" to
read "Chief, Comﬁercial Contacts Branch of Cffice of Operations™
and "Administrative Officer for Commercial Contacts Branch of
Office of Operations", respectively.,

FOR THE DIRECTCR OF CENTRAL Il\!TELLIGENCE:

Colonel, CAC
Executive for Persunnel and Administration

' -
CONFIDENTIAL _L
i

Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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CENI RAL  INTRLLIGENCE GROUP
~ NIEAT VAR DEPARTIENT BUILDING
2lst and Virginia Avenue, M. W.
Washington, D. C.

%0 October 1946 ‘

MEMORANDUM ‘ : i

0: A1l CIG Persomnel
SUBJEGT: Armistioe Day ; ;

1. The President has declared Armistice Day, lionday,
11 November 1946, o legal holiday. | ‘ | l

2. Therefore, CIG personnel will not be required to "
rersrt for duty that day, except such personnel as are usﬁ.ally required

on non-worling dayse

FOR THI DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

Doputy Executive for Persopmél!
and Administration . /

&
H
4
4
i
i
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| i DR CENTRAL INTELLIGINCE GROUP
‘ UEF VIAR DEPARTIENT BUILDING
! & 2lst nd Virpinia Avonue, M. V¥,
l P ‘ Washingtan, D, C, :
» | o 22 Octobor 1946 l‘
| -
i i [ORAIDUIi FOR ALL CIG PERSONIEL i
| : ! ‘ :
! :
f Effoctive 28 0Oct. ber 1946, LXocutive-6100 will be dig~
| connected, Telephone calls for the Contral Intollipence Group to
] TR .
} persomnel located in the forth, Contral, Adninistration, Scuth and j
1 . 3 B .
! ’ Que Buildings will be directed o call EXcoutive-6115. Cnlls through
| ;‘ . .
f : "Governent™ tn the Central Intolligence Group fron othor departrients
| ' ‘ .
should be nado by requesting tho operator to conncet with the "Contral
Intelligonce Group", .
: The Headquarters Offices of CIG in the llow far Dopurﬁx’xon{:
f . Building vrill remain on R’Epublic—'G?OO.
! P - FOR THL DIRECTOR OF CIITRAL TITELLIGHICED:
i : :
- 25X1A
‘ sxecutive for Porscimel »
and Adninistration
%

RESTRICTED

‘ o Approved For. Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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CLITRAL IMTLLLIGLUHCE tguP
L4V Ahl DEPLIE TUIT BUILDING
2lst and Virginia fvemo, (. .
dasidripton, Do Ce

18 Octobor 194G

i.; 0. ITDUTE
T0: “A11 CIG Dersomiol

fUBdUCT:  Change in Cafoteria Iours

EBffective l.onday, 21 October 1046, the new hours of the Cafetorin

located in Gue Building will be in force, These will bBe hs follows:

Brealkfast - Fron 0745 4o 0830 hvurs

Luncheon - From 1115 to 1345 hours

PO TS DINLCTON G CUVTRAL INUILICACE:

STATINTL

i

Denu by hzecutive for Porsonne
and fdministration

lease 2001/03/30 : CIA-RDP81-00728R000100040033-4 ..
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' ‘ CEHTRAL INTELLIGEICL GROUP 6%212 D
NLIT VAL DEPARTIHINT BUILDING i

2lst and Virginia Avomuo, M. .
Washington, D, C,

14 October 1946
LIORANDUL:

- T0: ~ All CIG Persomnol
SUBJICT:  Long Distance Tolenhone Usarse
1. Pomorendum, subjeot as cbove, dated 6 Septembor 1946; is hereby
roscipdad, nﬁd the Tollowing ie substituted therefor:

2+ dar Departnent Administrative lemorandun Hoe W=1, datéd 8 Lay

1944, nrovides that the Tollowing plocedureﬂ be followed in all instunces where

lon;; distance telephono ctlls are rude From offices serviced by the Yor Deportment
switehboard. |
0+ Personal long distahce telephone calls will not be
nade fhrough the Department's switchbocrd but will be mede from
coin box telephones locatod roughout the building.
b. o long distance telophone call will be mede over leased
line or comerséial fmcilitiés by any porson in the Central In-
telligonce Group for the tronmsaction of officicl businoss unless
he call is specifically authorized in advance by tho Director,
the Ixecutive to the Director, the Assistant Lxecutive Director,
the Chief, Interdepartiental Coordinating and Planning Staff, .
Assistant:Director for Collection and Dissonination, and the

. Executive for Personnel ond Administration. A list of the pcrsons
to whon authority to anrrove long dlstunﬂe phone calls he.s becn
delegated has been furnished %o the Director of Communications,
Offico, Secretury of War;

S+ It will be the responsibility of cach person naned above
to:

(1) Excnine each‘request'to‘placq o long distance
telenhone ccll to detdrminé if thg call is necessury or if
radio, telegraph, air maii, or sone other forn of comruni-
cation will suffice.

(2) Tﬂlntﬂln (ol tcn-uhj roport =hcot. This renort sheet | k ‘ E

will be nmaintained at the dOUh of the authorizod individuzl

or his,secrotdry. Tho infornation will be entored on the tcn;,

day roporf shéetvby’tho”personwﬁlfcing the call or As sooh'3§3

,it-haé beénkautﬁorizéd. If the cnll is nOu completad durlng :
1@ dt&, it will not’ be necessﬂr" to renove- the uuthorlzutnon

LN

Approved For Release 2001!03/30 CIA- RDP81-00728R000100040033 4
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fron tho roport shooﬁ but o nowr c.uthr’.:rié.ut‘lon magt bo“ grantod
tnd rocorded whon the call is wpein nlaced. Incomnloted oulls.
will not be held over frem one day to tho noxt bﬁ'b sho.ll‘b‘c
cancollad at the ond »f cach daye.  This roport will be. sent to
the Bxooutive for Persennel and Administrotion, Room 2164, Now
or Deportrmont Building, te reach him beforo 1200 en‘ t'hc: Gth, |
16th, end 26th of cach monthe  The ronert en the Gth of cach
nth will ineclude tho ton-dey noriod from the 20th ac:y :of tho
precoding ronth threugh the 5th doy nof the eurrent monthe  Tho
ranort cn the 16th of cach month will include the ton-day noriod
from the G6th threugh the 15th daj of the currcnt mnntﬁ. Thc‘
report on the 26th will inecludo tho ton=-day period from tho
16th through the 256th doy of the curront mwonth. Thoso ‘ruport
shcots will be checked against the War Doprriment bill 'by the
Office of the Dircector of Corwwnicatieons, Office, Scerotary
of YWer, ond uncuthorized cclls will be romerted for disciplinary.
aetion,

(3) Coordinate requests so that several people in the
SLN éff“ico vhe may have to cali the sarie point con do so on
the ne cc.ll.

(4) Sco thuat as

as nossible cre node befeore

0930, bc"::reoﬁ 1200 end 1400, and after 1700, hours whén the
traf‘fié volunes are lightost. |
3. The sono g;cnor‘u]. limitations which apply tae long distonce calls
rmade through the Viar Dcparﬁ!‘vwnt switchboard shall apply - those made by per-

sonnel scrviced from the EXecutive-6100 switchbocrd, Calls made through the

EXcoutive=-6100 switchboord rwst be suthorized in advance by the Assistant Di-

reetor for Specinl Cporations, the Dxccutive Officer for Speeicl Operatioms,

the Assistent Exceutive Officer for Speeinl Oporctiens, Chief of 0ffice of

MAM Deputy, Adninistrative Officer for "A" Doputy, ewch Forcign Branch Chicf

of Man Deputy, Chicf of Office of "B" Denuty, Administrotive Officor for “BY

Deruty, Chicfs of Fercizn Commcerce cnd Travel and Jescarch Branches of "B

Duputy, Assistant Dirceter for Rcscarch wnd Lvaluction, Ixceutive Officer. of
Officc - of Deseorch ¢nd Dveluction, end the Chiefs eof the Communications, -
Projccts Sunport, Finonce, Scrvices, Seeurit;r, cnd Persenncl Divisions of the

 Persenncl ond Adninistrotive Bronche A list of ncrsomnel cuthorized to approve,

Approved For Release 2001/03/30 : CIA-RDP81-00
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offioinl lon(; digtunco telephone ecalls will be furnichcd to the Chicf Oporutor,,

EXcoutive=-6100,
FOR THL DIRLCTOR OF CENTRAL INTLLLI GENCE:

Colincl, CAC
E*cccut:.vc. Lor r'crscmml and Adninutrutwn

. Approved For Release 2001/03/30 : CIA-RDP81 -00728R000100040033-4 -
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CENTRAL INTELLICEHCE GROUP
¢ ‘ NIV WAR DEPARTIENT BUILDING
21lst and Virginio Avenue, W, W,
; ) : Washington, D. C,

7 Octobor 1946

ULITORANDUIY FOR:  ALL CIG-PERS OIEL

SUBJECT: Dosignation of Address For Buildings Assigned to
i CIG Locatad at 25th and T Streots, . ¥,

Effoctive irmediatoly, the preniscs and buildings
assigned to ‘the Contral Intelligence Group located ut 25th and B Strects,
Mo W, including the Nerth, Central, Administration, South and Que Buildings,

ghall be referred to as "2450 I Street, W, wW.",

FOR THE DIRECTOR OF CEWTRAL INTELLI GENCE:

STATINTL

Coloncl, CAC
Exceutivo for Porsomel and Adninistration

g | Approvéd For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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b CENTRAL INTELLIGENCE GROUP

T NE'7 WiAR DEPART; ENT BUILDING

’ 2lst and VIRGINIA AVENUE, N. W,
. WASHINGTON, D. C.

18 June 1946

MEMORANDUM FOR:  ALL G.I.G. PERSONNEL

SUBJECT: Overtime

1,  Inasmuch as C.I.G, personnel are assigned
from State, War and Navy Departments s the policy of this Group,
reference payment for overtime worked in excess of the adninis-
trative work-week, will comply with the regulations of the con~
tributing departments., .

\

2. The administrative work-weck now consists of
forty (40) hours — five (5) eight (8) hour days. Hours of work
for the group are 0830 to: 1700 with one-half (1/2) hour for lunch;
liondays through Fridays of each weck,

; . 3. No paid overtime will be authorized without

' prior approval by the staff or division head concerned and the
Administrative QOfficer, Approval in each case will be on basis
of essentiality and urgency. Every effort will be made to keep
overtime to a minimum, ‘

- L Those staff divisions whose duties require
routine "overtime" will make special arrangements with the Admin-
istrative Division covering their special requirements,

:
&

STATINTL

; , : olonel, CA v
‘ ' Administrative Officer

 (1042)

- Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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o 11 June 1946
ILORANDUR, FOR ALL CIG PRRSONNIL

Subject: Annual Leave Policy

1. During the formative period of the Central Inﬁolligence
Group, it is deemed necessory to announce an interim leave policy appli-
cable to all personnel (military S.nd civilian). Inosmuch as personncl
arc assigned from the Stote, Wor ~nd N-vy Departments, an effort will be
nﬁde to complv, in so far c‘us‘ practicable, with the leaveé regulations of
the three departments and s-l:ill not penalize the p rsgnnel assigned from
the department having the most stringent leave policy.

24 Leaveé may be granted for a continuous period of not to
excced ‘fiftean (15) colendar days plus travel time (not in excess of ten
(10) days) » during the remainder of the calendar year 1946.

3. The a,uthéri'by sranted in pdrqgmph 2 above does not apply
to emergency leaves granted. employees; and will not prejudice the grant-
ing of vacation leave by virtue of having been granted on omergency leove,

4o A maximum of sixteen (16) hours annual leave moy be granted
to civilion employees ot any time, for other than vacotion purposes, This
leave will not be counted ageinst leave authorized by parcgraph 2 chove,

5. Military personnel moy be gronted permission to be absent
from the vieinity of Washington for a period of not to exceed forty-eight
(48) hours (VOCO) vhich will not be counted as amnucl. leave,

6. Due to shortage of personncl 'bhroughout the grop.p; no
repla;cemcllts will be furnished byr the Admi‘nistrc.t'ive Division to cover
obsences within major staff divisions created by the gronting of vacation
lcaves.

7.  Lenve r;equests of all types vill be a,pprqved by the Staff
division concerned ond forwdrdcd to the Administrative Division for

completion and final approval in all cases,

Colonel, CiC
Administrative Officer

Ap‘proved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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COPY NO.___ /Y

ORY

GROUP

CENTRAL INTELLIGENCE

REpublic €700
EXecutive €100 for extensio

Notes: 1. The distribution of thi

ns with asterisks

8 directory will be

limited to only those 1

ndividuals requiring

the information contain

ed nereln.

2. Room numbers listed are
Bullding except those 1
Scuth and Central Builg
and E Streets, N. W,

Qffices

Office of the Director
‘Executive to Director
Secretariat

Executive Starr
Assistant Executive Director
Secretary, NTIA .

Executive for Cperations
Organizaetion Division
Policy Division
Advisory Council

Executive for Personnel and

Administration
Finance Division
Communications Division

Courler. Section
Central Records Section
Services Division
Procurement & Supply Section
~ Personnel Division
- Security Division
Legislative Liaison Division

Interdepartmental Coordinating and
Planning Staff

Office of Special Operations
Control Branch

O0ffice of Collection

Acting Assistant Director

Executive : ‘
Personnel & Adm. Branch
Information Control Branch

Special Intelligence Branch

Security Branch

Requirements Branch

FBIS Branch

CONFIDENTIAL .. -

New War Department
ilsted as Administration,

ings, which are at 25th
Extension

Room Number Number
21€é7 T79€24
2168 7€854
2165 79684
2170 78206
2171 TETYUO SR
2171 77400
2176 77300
2171-A T7T7€06
2172 78603
2164 TE943
2164 TEUZ
253 South Bldg. 2615 *
21€1 77675
2161 7671€
21€3 77125
2161 77675
2162 77541
2180 78653
2180 7€097
2262 7€800

221 Admin. Bldg. 2877

2178 TETE0

2178 78701 -
2178 78701
2178 78701
2178 TE7E0
2178 78701
2178 78701
2178 TETEQ
(1901-8)

X e O S i RO

w
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-2 -
' : Extension -
0ffice Room Number _Number.

O0ffice of Research and Evaluation ‘ :
Acting Assistant Director 112 Central Bldg. 2868-9 * 1
Central Reports Staff 112 Central Bldg. 2868-9 * - ‘
Plans & Requirements Staff 103 Central Bldg. 2803 -« ]
Executive ‘ 112 Central Bldg. 2836-7 * :
Western Hemlsphere Branch 100-A Central Bldg. 2888 *
Western Burope-Africa Branch 206 Central Bldg. 2807 * i
Eastern Europe-Middle East Branch 218 Central Bldg. 2809  * ;
Far Bast-Pacific Branch - 109 Central Bldg. 2853-2 * !

Office of Dissemination ‘ 3
Acting Assistant Director 22€2-A 77968 :
Acting Deputy Assistant Director 2262-A ‘ 77302
Survey & Control Branch = 2263 76684
Publications Branch 22€3 77005

Presentation Branch 2263 77005

21 August 1946

~ CONFIDENTIAL

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4
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GENERAL SERVICES ADMINISTRATION
FUBLIC BUILDINGS SERVICE
BUILDINGS MANAGEMENT DIVISION

April 8, 1950

MEMORANDUM for Administrative Officers of the Ezecutive
Departments and Independent Agencies

SUBJECT: Conservation of Electricity

I am greatly concerned over the increase in our electric i
current bill. While there has been an increase in the rates there
has also been a substantial increase in consumption. I believe it
important that we again renew our efforts toward conservation to
reduce our electric current bill,

‘ Fach employee in your department or agency can make a

: major contribution to this program. ¥osaibly the greatest waste
in the use of electricity cccurs in lighting. We want the employees
to use the light they need when it is needed, but when not needed
the lights should be turned off. Desk lamps, where used, should
be turned on only when needed. "Each additional dollar that is
spent for electric current means one dollar legs in the amount

Lo - available for other services in the buildings.

i ‘ Your splendid cooperation in the past has contributed much
toward our conservation programs, and I know that we can count
; onyour continued efforts in that direction.

e

A, o LR,
Charles A. Peters
Director :
Buildings Management Division

e —

s
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2lst und Virginia Avenue, Ne W
Washington, D. C,

8 Scptembor 1946

HEL ORAN DU

T0: L1l CIG Porsonnol
FROJ: Ixocutive for Porsonncl and Lidmindstrotion

SUBJLCT: Long Distance Telephonc Usapc

L. I"Icmomndur:l, subjuet r.*.;‘c.bova‘, dated 8 laren 1946, is heroby
roscindcd, rnd the following is substituted thercefor:
2. ‘dar Departrent Administretive Yermorcndum To. il , datcd
6 May 1914, nrovides thot the following nroccdurus b followed in all
instonces where lenp distonou telenhonc calls are mado.
L Pcrsonal long diste.ﬁco telophone enlls will not be
mude throurh tlmcFDcpo.rtmcn‘c"s switchboard but will be made from
.coin box tuléphonus locatcd throughogt the buildings
b. Tlo long distonce tolephone call will be made over
leescd line or commercicl facilitics bv any person in the Centr 1
Intclligmce Group for the trﬂ.nsoction of official busincss
unlcss tho cLLll is spceifically nuthorized in advanco by the
Dircctolr, the Exceutive to the Dircctor, the fssistont Exceutive
Director, the Chiof, Interdepartnental Coordinc."ciné; and Planning
Staff, Assistont Dircctor for Diesumination, Assistent Dircector
for Colluc‘clon, and the Bxcoutive for Poursonncl and Administration.
A list of the pcfsons to whom authority to epprove leng distance
nhonc calls has boen deleprted has been furnished to - the Di>rcctor
of Co::nzmnica'tions, Offico, Secrctary of tiar.
cs It will be tho responsibility of onch pcrsoﬂ named
above to:
. (1) Excmine cach requost to nlece a long distance.
‘ tolephone call-to dutermine if the coll is necessary” or. if .
r&dio,”tclogré‘nh, aif‘_ meil, or some other form ‘oi’ communi-:
ggtion will suffico.

“(2). liai ntain o ten-day rurort shout. This roport sheet:

‘wi‘ll be vmaintb.incd‘vat “clf}o desle of thu authorized individual . -

~ his sceretary. Tho information will be ontorced on the ten-
dayr report sheet by the pcrsbn pleeing the call or us soon as
1" ‘has been uuthorluud. If the eall is not conﬁlctcd during i

Approved For Relgase 2001/9%/30 IA- RDP81-00728R00010 040033
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from tho report shoct but « nij suthorizntion must bo
granted mnd rucorded when the enll is cgnin ﬁlmcod.
I\no‘omplgtud calls will not be held over from one dey to
‘tho noxt.but shall bu ecnecllud LL tho cnd of coch dey.
Thi‘s renort will ‘bo sunt to the Exceutive for Pursonnol
end Administration, .loom 2164, HNow “far Depertment Building,
to rcach hin before 1200 on tho Gth, 16th, und 26th of
cach ménth. The remort on the 6th of onch month will
includo the tcn—da;r' period from the 26th day of the pre-
ceding month throupgh 'E,‘](; 5t doy of tlhe currcent month.

Tho revort oa the 16th of ¢rch month will includy the ton-
day noriod fron the Gth throﬁ[;h the 18th darr of thu ecurrint
v month.  The r?;y«or‘u on the 26th will include the ten-~doy
ncriod from the 16th through the 25t day of the current
month. These rerort shuots will be checked ape.inst the
Wer Deportment bill by the Officu of +the Dircetor. of

Cor smunicr.tio‘ns, Officc, Suerctary of linr, and unauthorizcd
eclls will be reported for disciplinary aetion.

(3) Coordinate requests so thet scversl peoplc in
“the same officc who ney have to c::li the sam. point can do
' so on tho on<,; celle
7(4) Soc thut as many ealls os possible erc mado

before 0930, botween 1200 and 1400, snd after 1700, hours

when the traffic volumes arc lightest.
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Approved Fo 2lst cnd Virginia Avenue, N, W,
Washington, D. C,

6 Scptombor 1946
LTI our
0 K11 ¢iG Poréonnol v
FROI": Exceutive for Pofsonnc,l and Administrition

SUBJLCT: . Long Distunce Tolophone. Usapc ‘ | i

-

1. lemorandum, subjuot ag thova,. datud 8 linrch 1946, is heroby
roscindcd, rnd tho I'dllowing is substi’;:utmd thorofor: .
2+ ar Departront Administretive Uorore ndun lo, Ti=1, dated
O Moy 1914, m'ovidcs thet the following nroscduras b fo]lowoc in ell
1nsto.nccs whore lonp distanou tulcnhonc calls arc mado,
Lo Pcrsozml long distanco tolorhonc: calls will not be
mudc through the Department's switehboard but will be made from
coin box tulephones locatcd throughout’ the building.
bes Ho long distance telephone eall will be mede over
leased line or commereicl facilitics by ony person in the Centrel
Intelligunes Group for the trenscction of official busincss
unluss the crLli is spceifieally authorized in advnhco by the
- Dirootor, the Lxcoutive to the Dircctor, the fssistent Ixcoubive
Dbircctor, ‘[:hp Chicr, Intordcrnrtncn’cal Coordincting cond flo.nning
Staff, Assistent Diroetor for Disgsumination, ‘hssistent Dircctor
for Collcctign, end the Bxocutive foz'*‘l’crsonn.cl "nd deministrdtion.
A list of the persons o whom authority to approve long distance
phonc calls has boen delepated has beon f'urnishc;d to the Dircetor
of Comrmnications, Officu, Secfctn.ry of ‘lar.
Ce It will b the rcsponsibilit 7 of oach person named
tbove to:
(1) E:&aminc cach ‘rc‘guust to place a long distanco
'tdlephonu call to dotermine if the enll is neceessaryr or if
redio, telogreph, sir mail, or some other form of communi—v
“ecation wili' suf ficca’ .
(2) laintein o ten-dav rovort shc(.t. This roport shuot . S &
w1ll be T‘l"\ll'tnln()d at tho dcsL of thu authorizcd 1ndlv1duf~1 ) _ o
" his s‘o‘cre»ary‘. Tho informc.'ti'qn will be ontcrcd on. tho 'tcn;'
bdo;;" r'cporvt shoqt by t)i.é pcr‘son‘ nlacin'g the cnll or as 'sooﬁ é.sg”
Approved F%rh Reias SHBORERY: dh- ﬁbp%fjodfzé&bﬁﬁ‘i%b%%fé"hm” |

the doy, it will not be nccossary to r




T . . - S :
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4

from tho report sheet but o now cuthorizstion must bo
granted cnd rucorded when the oell is ugain}hlmcod.‘
Incomploutud enlls will ﬁot be held over from on@ dey to

the noxt but shall bu concollud ot thu ¢nd of ach duy.
This renort will bou sunt to the Exceutive for Pursonnol
end Administruation, loom 2164, HNow Unr.Dupnrtmcnt Building,
to reach him before- 1200 on tho 6th, 16th, una 26th of

cach month, Tho renort on the Gth of anh month will
include the ten-day period from the 26th da;r.of the prc-‘
coding month through the Bt dayr of the current month.

The rorort on the 16th of ¢reh month will ineludu the ten-
day neriod from the Gth through the 15th der of tho curruﬂt
month. The rovort on the 26th will include the ten-duy
ncriod from tho 16£h through the 25th dey of thu currint
monthe These remort shoets will be checked apninst the
Wer Deportment bill by the Office of the Difcctor of
Cormunicctions, Officc, Suerctary of Thr, znd unauthorized
ctlls will be reported for disciplinary cotion,

(8) Coordinate requoests so thoet soverel people in
the some office who mey hove to etll the sam. point con do
s0 on thc onc enll,

(4) Soc thet as many calls os possible crc mode
before 0930, butween lBOO,and'1400,1and after 1700, hours

when the traffic volumes arc lightoste

‘ ApprOVéd Fdr Release 2001103[30 : CIA-RDP81'-00728R000‘100040033-4: L S ~
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. FEDERAL WORKS AGENCY
PUBLIC BUILDINGS ADMINISTRATION

‘‘Rules and Regulations Governing Public Bulldings and Grounds’’

. Authority - These rules and regulations are promulgated pursuant to Public Law No. 566 of the 80th

Congress, approved June 1, 1948,

. Applicability - These rules and regulations shall apply to all persons employed or entering inoron build-

ingsand grounds under the charge and control of the Federal Works Agency, Public Buildings Administration.

Preservation of Public Property - The injury, abuse, or damage in any way whatsoever of any public buiiding
or part thereof, Including signs, regulatlons, decorations or other facility or equipment, or of any tree,
shrub, flower or other planting material is prohibited.

Nuisances - The use of loud, abusive or otherwise improper language, unwarranted loitering, sleeping or
assembly, throwing articles of all kinds from public buildings, the creation of any hazard to persons or
things, improper disposal of rubbish, spitting, climbing upon any part of a building, prurient prying, the
commission of any obscene or indecent act, or any other unseemly conduct, is prohibited.

. Gambling - Participating in games for money or property, or the operation of gambling devices, or the
selling or purchasing of numbers tickets, is prohibited. :

Soliciting and Vending - The soliciting of alms and contributions for private gain, commercial soliciting
and vending of all kinds, the display or distribution of commercial advertisin yorthe collecting of private
debts is prohibited unless authorized in connection with the building operation.

. Useof Liquors, etc. - Entering a pubiic building« or the driving of a motor vehicle in or on public property

by a person vislbly under the influence of an intoxicating liquor or narcotic drug, or the consumption of
such liquors or drugs within a public building is prohibited.

. Photography - Taking photographs within a public bullding for commercial or publication purposes without

authority is prohibited.

. Do%s - Other Animals - Bringing a dog or other animal, except seeing-eye dogs, into a public building is

prohibited unless prior permission is obtained.

. Automobile Traffic - (a) Drivers of all motor vehicles within public buildings and yrounds shall drivein a

careful and safe manneratall times and shall comply with the directions of all r:sted traffic signs; (b) The
blocking of entrances, driveways, walks, loading platforms or fire hydrants, is prohibited; (c) Except in
emergencies, parking in public buildings and grounds is not allowed without a permit. Parking without
authority, parking in unauthorized locations or in loeations reserved for other persons or continuously in
excess of 18 hours without permission, or contrary to the direction of posted signs is prohibited.

. Local Laws - Federal and local and state laws and regulations applicable to an area in which a public build-

ing and grounds are situated shall apply to that public property where they are not inconsistent with the
rules set forth herein.

. Penalties - Whoever shall violate any rule or regulation set forth herein shall be fined not more than $50

or Imprisoned not more than thirty days, or both, except that offenses committed against laws applying to
the local area in which a public property is situated may be prosecuted in accordance with such laws.

Approved April 1, 1949
Philip B. Fleming
Major General, U. S. A.

Administrator P17
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v
5 Juno 1947

HMEMORANDUM FOR. ALL EMPLOYEES ‘ -

SUBJECT: ZElcction of the Employce Member to the
Efficiency Rating Board of Reviow,

It is the right of all civilian employeos of
CIG coxcept thoso paid from spceial or unvouchercd funds,
to cloet a roprosentative to the Efficiency Rating :
Roard of Revicw, This board will consist of a membor
appointed by thé Dircctor of CIG, a membor clected by
the employcos and the Chiairman of the Board apyointed
by the Civil Serviece Cormission, The Board will hoar
and decide all appcals from cfficicney ratings for the
currcnt year, .

‘ The cleetion will be held on 13 Junc 1947
from 10:00 A,M, to 4:15 P,My in tho scveral buildings
wiafen house CIGe Ballots will be i1ssucd to eligible .
cruyioyees at the time they rcceive thoir pay check,
Vering will be by sceret ballot, and thorc will be no
ccoreion or influcncc cxerciscd over the votors.
Ballot clerks stetioncd in pay disbursing officcs will
answer any qucstion concerning tho voting procedurc,

In order to be cleeted, the candidate,  in
addition to roceiving the groatest number of votos,
must reoceive a numbor of votos cqual to onc third of
all tho votes cast; the candidate rceeiving tho noxt
highest will sorve as altornatc, provided ho rcecives
at lcast ton per cont of the total number of votcs,
Each cmploycc will voto only in thc building in which
ho works,

Employcc Elcction Committec

(1314)

Approved For Reiease 2001/03/30 : CIA-RDP81-00728R000100040033-4
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STATINTL

r | | A

5 July 1949

v NEMORANDUM FOR ALL EMPLOYEES OF THE SERVICES CFFICE, OVERT BRANCH

The Government Employees Health Association s Which was
organized within CIA on 15 July 1948, makes available a group
plan of hospitalization to employees who are not eligible for
the other group plans within the Agenoy, This plean is under=
written by the Mutual Benefit Health & Acoident Association of
Omeho. o

The retes are as follows:

: Monthly
T. Single member only ) 1460
II. DMarried member and spouse 4,75

III. Married member, spouse and all children 6,00
IVe lember and all children, where there is
no adult. dependent 4,75

The Association requires payment of a membership fee of
$1.,00 and payment of two months' premiums at the time epplication
is made for membership.

If you are interested in joining the Governmont Employees
Health Association you must act promptly as the membership will
be oclosed as of 31 July 1949, '

v

For further information and application see ] o

STATINTL " Room 201, North Building, Extension 785.

-
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CENTKAL INTELLIGENCE AGENCY

/g %{ﬂ S Washington, D, C,
AN S
A'

A L SARIR

MEMORANDUM_FOR_ALL GIA EMPLOYEES , 24 Pebruary 1948
ﬁ_;UBJEGT: 1948 Red Cross Fund Cunpatgn

e The 1948 Red Cross Fund Campaign is now under. way. The funds
A raised in this Campaign will be used to cover existing and continuing

‘ regular Red Cross services for the welfare of our country, The American
Red Cross continues to aid sufferers in hurricanes, tornadoes, epidemics,
fires and floods, as well as to give extensive services to members of our
Armed Forces, to our veterans and their families, Its disaster service
and expenditures for rehabilitation last year exceeded the record of any
one of the previous ten years, ,

President Truman, in his stetement to the Heads of Executive
Departments, Commissions, or Agencies, dated 2 January 1948, stated in
part: ‘ ‘

"The several volunteer and educational services and Junior
Red Cross serve the needs of their comrunity and country. The new civilian
blood program eventually ‘will make whole blood and plasma availaeble to all
people = an indispensable service to prevent much needless suffering and
loss of life, Abroad, the Ited Cross field and hospital workers continue ‘
services to our Army, Navy and Air Forces = the largest in peacetime history =
in the Arctic Circle, Europe, Asic, and the Pacific,

"A chief purpose of our government is to promote the health
.and welfare of our people. I desire as a most Titting corollary that all
our government departments, commissions and agencies, wherever their employ=-
ees may be stationed throughout the nation, actively coopersate with their
respective Red Cross chapters in the 1948 Red Cross Fund Campaign to be con=-
ducted in March,

"We have ample power to relieve the burdens of our fellovmen
and by generous acts of kindness and goodwill impel new life and hope.
Each citizen through team=work in his Red Cross is serving his country and
thereby building a stronger, more splendid America,"

There is no doubt in my mind that every employee. of CIA willwish
to contribute to this Campaign wholeheartedly and in keeping with his pere
sonal belief and financial circusstances. It is to be noted that this Agency, .
during the 1947 campaign, made a total contribution of $4.,245,59, ‘

.You w11l soon be approached by a fellow worker who is a volunteer
representative of the Red Cross. Your contribution will be your share in
making the 1948 Campaign a successful one,

‘R, H, HILLENKOETTER
, : - . Rear Admiral, USN »
(5057) 787 Director of Central Intelligence
’

Approved For Releasé 2001/03/30 : CIA-RDP81-00728R000100040033-4




" BUILDING CAFETERIA

The number of employees in this area utilizing the

’ Aﬂ( ‘ facilities of the.cafeteria in Que Building taxes its
capacity to the 1limit within the hours of service.
Numerous instances have been noted wherein patrons

‘ ©  sit around the tables to talk and smoke after completing

their meel, while others are waiting in line.
! : All employees are urged to cooperate by vacating
tobles pr'omptly‘upon completion of their meal in order

that there may be room for others.

o FOR TI[E DIRECTOR, CENTRAL INTELLIGENCE GROUP:
CSTATINTL g ‘

Colonel, AGD

12 February 1947
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: S . S ‘ E L . ”f’( ”
Approved For/Release 2001/03/30 : CIA-RDP81 -00758R%t9f66'6‘2f00§3-‘£

MFMORANDEM ‘FOR: ALL CIG PLRSONNLL

!
|
!
! .
} SUBJLECT: Enarr-ency Food Sorvice
- Cucted belaw is n memorandum roceived from the Puuh Buildings
b Ldninistration, Pederal -Iorls agency, subject ns abovn,
;
"FEDERAL iJORLS AGLICY
e PUBLIC DUILDIHMS ADITIISTUTION
Washington : .
: A ‘ : "December 27, 1046
v . MC Chief Clerls and Administraotive Officors nf tMe
! i . ~ Lzecutive Demariments snd Inderendent Arevaies
i SUBJILCT. “J"“"n”" I'nod Service
; "In the event that enfoleria or"ln"ﬁ‘~ oi'(ov~rnn01u unrv“ro”,
! I G monbers of the Tn U Caleteria Lers, Locnl 471
i n ved PMublic Worlers of uncllca, id uAe.Cnvcr“ 1%
i Services, Ino.; i) e come o an Lore raine oonmy contract
; Tor 1047, it in exrested thot a wallord or a shrilie condition wrill
; prevall in the Govermuent cafeterien cn or shoud Januoer;r 2, 1047,
] ) Shoula Shis gituntion develon,we have boon advieed Tl arrangemente
: will be wede by Covernment Services, Ihc. to “rovide emerrancy food
servirce at a limited nurber of cafetering.
— "l. Tocod consisting gonerally, of scun, sandwi brick
i ica orean, beverares and mizcellanoous ~aclared noods be served,
)
- "2, Cafeteriz dinine sonce will Lo imde availa bLle, in all
| buildincs with cufctcrlas, for those who bring their lv“cH inte
the buildings,
]
{ "8. Each person who uses the dining; foaeilities shall denosit
: all uneaten focd and lunch 7 ~ringe din recentacles ot will be
! nrovided for the nurinse.
i R "4, Srecial dining rooms will o closcd.
§ : 3
i ) "5, The cafeterias that vill be used xg Governnent uarvlres,
Inc, %o =rovide noon tine emerncne;” Jood service are:
Commerce Labor
3 General Accounting OfF ‘Temmorary 3B
¢ Tore Oimers Laan. Cor“org ion  Teormmorary
: Justice ‘ Tenrorary 8
¢ Lengston Desidence nlls lunitions
k Temorary 11 Havy
t o o . Temmorary X Tiew Pest Office
¥ Arlington Farms ‘ Proourerent
L Foderal Office Builc.:m.g 1,-2 . Bocial Security
: - Federal Office Building %3 Viar :
= Interior 59 U Street, d. E,
; Internal Revenue
i ‘ "6+ All othor cafetcrias will be olased excent the dining arcas

may” be wsed by Governmant personnel to eat the lunches thoer bring
inte the bnildinrsg

.

"7. ‘Snack bars will not be affected Ly the strile.-

"g. Breakfast will not be served.

"9, All inquiries relatlng to the use of cafeteria dining
- areas, the emerpgency food service, and oen” detzils not coversd. by
his nemor“hcun,sxould be derCqu ta the uulldlﬂ" Superintandent
concernsd. e ;
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wf

e

i I - . 2 " "
10y o Cuard Porco. s beon insiructod teo rainkain
oivur srdhhin Yhe Goverament buildines at ¢11 fincs to provent

denmenrtrations and clacor s of any Lind witiin the buildings
and o teort avrone who ls Yo uze the dining gwaco nromerlir,

Your eoomerction in advisiap rour orfice —oraonnel
1

Lot will he tnlen on the subject orf 'Emerpency 'ood
will be meet Molvrul and Geenly arvrecicnteds:

/s/ . 0. Jernings

.00 Jennineg
Acting Comadlzeionor
of Public RFulldings".

FOR ML DLRECTCN OF CLYTIAL 11T LIS CB:

Colonel, AID
Dxecutive Jor Personncl

and Admintstratiion




